	WCU HR Office of Organizational Development 
Courses and Services Offered Annually 
Listed by University Competencies 

NOTE: All Instructor Led Courses can be customized for your next department staff meeting or retreat.  
Last updated June 2007. 

	Core Competency: Knowledge & Service

	Instructor Led Courses:

· Strategies to Effectively Participate in and Lead Meetings

· The Exceptional Assistant

· How to Be a Dynamic Trainer

· Updating Job Descriptions & Developing Standards to Recruit & Develop Employees

· Coaching New WCU Managers for Success & New Manager Mentor Program (multiple dates)
· New Employee Welcome (multiple dates) 

· TLC Online Learning Instruction


	Online Courses:

· Leading Effective Business Meetings
· Participating Effectively in Business Meetings

· Working Effectively with Customers

· Fundamentals of Exceptional Customer Service

· The Voice of the Customer

Customized Programs:
· Knock Your Socks Off Customer Service
One-on-One Consulting:

· Leading Meetings

· Writing Job Descriptions and Standards

· Designing and Delivering Training 



	Core Competency: Interpersonal Skills

	Instructor Led Courses:

· Effective E-mail Communication

· Applying Emotional Intelligence

· How to Handle Angry People

· Positive Thinking, Believing and Being

· Working Across Generations Gameshow

· The Whale Done Approach—Coaching for Performance

· How to Build and Lead a Team

· Become the Speaker You Always Wanted to Be

· Harness the Science of Persuasion
Customized Programs:
· The Focus Ring:  Mission Possible

· The Fish Philosophy: Catch the Energy, Release the Potential

· Who Moved My Cheese: An Amazing Way to Deal with Change

One-on-One Consulting:

· Emotional Intelligence

· Public Speaking

· Persuasion

· Building a Team


	Online Courses:

· Workplace Aggression
· Potential Powder Kegs: Identifying and Defusing Them

· Handling Conflict with Others

· Team Conflict: The Seeds of Dissent

· Working with Aggressive People

· The Path from Pessimism to Optimism

· Developing a Positive Attitude

· Proactive Approaches to Stop Negativity

· Working with Negative People and Procrastinators

· Coaching for Performance

· Essential Guide to Giving Feedback

· Enhancing Your Listening Skills

· Building Effective Interfunctional Relationships

· Getting Results from the Boss

· Building Relationships to Get Results

· Delivering Your Message

· Communicate for Results
· Effective Telephone Techniques



	Core Competency: Social, Ethical, Legal & Human Issues

	Instructor Led Courses:

· How to Recruit and Transition New Staff Members

· Managing and Developing Employee Performance & Fundamentals of Labor Relations

One-on-One Consulting:

· Conducting a Performance Review

· How to Effectively Complete a Performance Evaluation

· Developing a Performance Development Plan 

· Cultivating a Pool of Qualified Applicants using University Competencies


	Online Courses:

· Preparing for the Behavioral Interview
· Conducting the Behavioral Based Interview

· Preparing as the Interviewee

· Building Effective Intercultural Relationships

· Building Effective Intergender Relationships

· Getting Past Clashes: Valuing Team Diversity

· Preventing Problem Performance

· Identifying Problem Performance

· Dealing with Problem Performance
One-on-One Coaching:
· Preventing and Addressing Problem Performance



	Core Competency: Change Management & Innovation

	Instructor Led Courses:

· Leadership Development Seminar (nomination only)
· Annual Leadership Day (open to all campus leaders)
· Strengthening the Backbone:  Strategies to Build Competence, Confidence, and Take Risks
· Change Readiness: SELF Profile and Techniques to Work through Change

	Online Courses:
· Being Prepared for Change
· Managing Through the Change
· The Foundations of Creativity and Innovation
· Generating Creative and Innovative Ideas
One-on-One Coaching:
· Leadership Goal Setting

· Change Readiness



	Core Competency: Resource Management

	Instructor Led Courses:

· The Need for Talent Management and Application of University Competencies 

· Lean Six Sigma:  Process Improvement and Eliminating the Waste in Your Department

· Covey’s FOCUS—Achieving Your Highest Priorities (Time Mgt)

· Organize from the Inside Out

· Business Writing and Common Grammatical Mistakes.

One-on-One Consulting:

· Application of Talent Management & University Competencies

· Process Improvement & Waste Elimination


	Online Courses:

· Dynamics of Leadership
· Energizing and Empowering Employees

· Decisions and Risk

· Foundations of Effective Thinking

· Problem Solving and Decision Making In Groups

· Techniques for Better Time Management

· Finding Your Life Balance

· Success Over Stress

· Avoiding Errors in Usage and Punctuation

· Avoiding Grammatical Errors in Business Writing

One-on-One Coaching:

· Time Management

· Organization



	Go to www.wcupa.edu/hr/training for more information on courses, customized programs and services provided by the HR Office of Organizational Development





























